How to Use Folders and Subfolders in Gmail

Many users of Outlook have created a system of folders and subfolders over the years as a way to
organize their email communications. For example, I'll organize emails associated with a course as

follows:
Spring 2010 Semester (main semester folder)
British Literature Survey | (course folder)
Beowulf Response (individual assignment folder)
Chaucer Podcasts (individual assignment folder)

Midterm Examination (individual assignment folder)

In its default configuration, Gmail relies on a flat directory structure—in other words, labels are
arranged alphabetically, and not hierarchically. This is a relatively new paradigm that’s becoming the
norm in software and application development—put all information in a broad, but shallow, bucket, and
offer robust search tools to find specific data.

On the other hand, it could be advantageous to combine the powerful search capability of Gmail with an
organized directory structure for email archival. Google offers a tool to do just this.
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Nestled Folders in Gmail

Gmail refers to folders and subfolders as “nested” folders. What this means is that sub-labels (read:
folders) are displayed under collapsible directories. Here’s what | mean:

Note the label College in the image below. Also Clicking on the plus sign next to College expands
note the plus sign (+) located next to the College the College label to reveal sub-labels/subfolders.
label. The plus sign means that there are sub- Messages can be sorted either in the top level
labels/subfolders contained underneath College. folder, College, or any of College’s sub-folders.
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Installing Gmail’s Subfolder Tool

Step One: After login to Gmail, click on Settings, which is located top-right of you screen:

Mail dvescio@worcester.edu | & |

MR
Compose Mail
Archive = Reportspam | Delete Movetow | Labelsw More actions v | Refresh 1-100f 10

Inbox (4} Select: All, None, Read, Unread, Starred, Unstarred Click Here
Starred * =

NCTE Inbox New Look. New Features . . . New Inbox - NCTE INBOX MNewsletter New look new features NEW INBOX - A ne

Step Two: Click on the Labs tab:

Mail dvescio@worcester.edu |

SRl AN " |

Compose Mail Settings Click Here
Inbox (4) General Accounts Labels Filters Forwarding and POP/IMAP Chat Web Clips abs Offline Themes

Starred * Language: Worcester State College Mail display language: | English (US) El Show all language options

Step Three: Install the Nested Labels tool by clicking Enable:

O@ Home | Nested Labels _ ___--—"-ﬂ Enable
B Kids B by Manu C Click Here ) Disable
@ Shopping || Manage your email by sorting it into a hierarchy of Send feedback
[+  Work labels. Add slashes (/) to label names to express

inheritance. For example, if you want a Home label with
two child labels named Kids and Shopping, create the
three following labels: Home, Home/Kids and

Hnama/Shnnminmn

Step Four: Scroll to the bottom of the Labs page and select Save Changes
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Using Nested Labels

Note: the forward slash (/) is used to designate a nested label/sub-folder. The syntax is very simple.
First, create a label. Next create a sub-label by prefacing it with a forward slash and the main label’s

name.

For instance, | want to create a nested label called Communication under the main label College.

First: College (create main label)

Second: College/Communication (this creates the nested label/subfolder)

Labels can be managed easily in Gmail.

Step One: After Login, click on Labels and then select Manage Labels
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Step Two: In the Labels pane, enter the name of a new label and click Create:

~rlr=s Info Tech show all ~hide all

0-Notes show hide remove
{1 conversations)
1-Holding show hide remaove

{40 conversations)

b e —— + ehrwar  hide rEmne

Step Three: Create a nested label by prefacing it with a forward slash and the name of the primary label:

~TIE5 Info Tech/Gmail show all  hide all

0-Motes show hide remove
{1 conversations)
hide remove

1-Holding show

Step Four: File messages in your primary labels or nested labels by selecting the appropriate destination
under the Move to drop-down menu:
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